. : ! 2
State of Calfomia——Health and Human Services Agency % /0 fb J 0» Department of Health Services
RECORDS RETENTION SCHEDULE APPROVAL REQUEST

Submit three copies with three copies of the Records Retention Schedule, DHS/STD 73. (See reverse for additional space.)

(1} Division Branch{es}
Administration Program Support
Section{s)/Unit . MJ M. “C b nmu w2 T FrAalnen LSYrS M
s . _ o Emplovee Relacton® rodnma, Deator
Facilities Planning and Development m \&\W\fﬂ [fiedin Kool & Boledag OF el ?
Address (number, sireel, city) LGS codels) Index(es}
1800 Third Street, Room 455, Sacramento, CA 95814 85481 8270
TO: Department of General Services Check the appropriate box:
Procurement Division (2} [J New schedule of records that have never been scheduled. (Complete hoxes 58.)
Statewide Information and Records (3) ® Revising a previous schedule. (Complete boxes 5—12.)
Em:mmmgm:ﬁ Program (A new approval number will be assigned.}
3240 industrial Boulevard (4) [J Amending some pages of a previous schedule. (Complete boxes §—12.)
West Sacramento, CA 85691 (or IMS C-229) (The original approval nurnber will remain in effect.)
(918) 375-7420
NEW SCHEDULE (5} Schedkde number (8) Schedute date 7F) Nurmber of pages BT b Foel fiofal scheduis)
INFORMATION H99-013 8/13/99 8 34
(If applicable)
PREVIOUS SCHEDULE (8) Schedule number {10} Approval number{s} {11) Approval date(s} {12} Page numbes(s) revised
INFORMATION - Ao
(I 2pplicable) 129 87-301 10-19-87 6

PART | —AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on the
attached schedule, | certify that all records are listed, that | have reviewed the need for the records, (per the State Administrative
Manual) that each refention period is necessary and correct as schedufed, and (for a revised schedule) that all items on the
previous schedule have been accounted for.

{13) Signature—Manager directly Bmvogacwm r the records {14} Title {15) Date signed

“e Chief
J

KS\,Q T s. ‘ nmmu, mw
In accordance with Govermment Code 14755, approval of the aftached Records Retention Schedule by the Department of
General Services is hereby requested. Retention periods have been established by this agency after a careful evaluation of all
the factors listed in the State Administrative Manual.

I hereby certify that | am authorized to act on behalf of the head of this agency in mafters pertaining to the retention and disposal
of records. (Per the State Administrative Manual }

{16} Signature—Recerds Management Analyst (17} Title

"y ng

(18} Name {printed or ty, {19} Telephone (20} Date signed
Raymon . Haag \ (916) 323-3817 8~19-99

PART I—DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755}

{21} Signalure—GS Consultant (22} Approvat numbar

w§§§.§\ 99-187

B3 e 4 753} Date signed
N@noﬂ%m Iw,jwb,.nia@ﬁf Co Suﬁi.w..a\#. 9 Twh TS
PART Ill—ARCHIVAL SELECTION (Per Government Code Section 14755)

25 [ Contains no material subject to further review by the
California State Archives.

{28} Contains material subject to archival review. ltems stamped
"Hold/Motify Archives” may not be destroyed without
clearance by the Secretary of State. (Per Section 1614 of

the State Administrative Manual.)
{27} Signature—CHIEF OF ARCHIVES

ity Tl Lolhond |0 7

DHS/ASTD 72 (1/88)




CALIFORNIA DEPARTMENT OF HEALTH SERVICES

[616) 657-3054
FAX: (916) 6571156
DEPUTY DIRECTOR
{(Vacant}
81253
|
I | 1 1
(916) 657-3643 (316)657-1435 {918) 6570374 {916) 322-4261
FAX: (916) 657-3212 FAX: {916} 654-0481 FAX: (918) 654-2638 FAX: {916) 327-7728
FINANCIAL MANAGEMENT FISCAL FORECASTING AND PERSONNEL MANAGEMENT PROGRAM SUPPORT
BRANCH DATA MANAGEMENT BRANGH BRANCH BRANCH
Marlin L. Ewing Joseph R. Klun Laura Montgomery Edward E. Stahlberg
1800 3rd Street, 455
81140 81750 8/850 - {Bassaento %5612
{916) 654-G276 {916} 654-0055 (916} 657-0374 -~ {916) 323-67 ﬁ%\\ (916) 322-6122
FAX: (916} 657-3212 FAX: {916} 654-0481 FAX: (916) 654-2638 FAX: (916) 327-7729 w FAX: (916) 323-40¢1
CLASSIFICATION AND FACILITIES PLANNING AND CONTRACTS AND BUSINESS
b4 ACCOUNTING SECTION - BASE ESTIMATES SECTION ! SELECTION SERVICES DEVELOPMENT SECTION SERVICES SECTION
Victor J. Bianchini Dan Lazar SECTION Dean Harthorn Rcber D. Threlkel
811140 811750 l.aVanne Coen 1800 3rd Sireet, 455 1800 3rd Street, 455
‘ 81750 Sacramenta 95814 / Sacramento 95814
{916) 657-3219 G116} 657-1410 {916) 6570732, w510} 540 2622 (916} 323-0207
FAX: (916) 657-5949 FAX: {916} 654-0481 FAX: (916) 654-0580 FAX: {510} 540-3662 FAX: {918) 327-2046
FACILITIES MANAGEMENT TELECOMMUNICAT
L BUDGET SECTION - COUNTY ADMINISTRATIVE - LABOR RELATIONS SECTION LEASEgb;AgfI%’éSOStg'ﬁgﬁ
; EXPENSE SECTION ‘ \CILITIE
(Vacanty® ' JSE%T:’}?NR Miltor Mercer King Smith
811040 81750 James T. Quinn gy o 2151 Berkeloy Way, 132 1800 3rd Street, 455
Berkeley 94704 Sacramento 95814
{516} 657-3190 {916) 657-0373 {0186} 322-7699
FAX: (916) 654-0481 FAX: {916) 654-0580 FAX: {818} 324-0980
FISCAL ANALYSIS , TRAINING AND
B SECTION =1 WORKERS' COMPENSATICN ADMINISTRATIVE SERVICES
Maura Donovan SECTION SECTION
Peggy Lee Rot: Kiusman
8750 B/850 1800 3rd Street, 455
T TG Sacramento 95814
FAX: (916) 654-0481
|| MEDICAL CARE STATISTICS
SECTION
Gene Hiehle |
811750 '
il
Mastin Ewing
Acting Deputy Director i
1 Martin L. Ewing, Acling Deputy Directar, Adiinistration, Administration April 1999
2 Mark Shijo, Acting Chiel, Budget Secion. Page 2 of 27



CALIFORNIA DEPARTMENT OF HEALTH SERVICES

! 8.437.3054
{916) 657.3054
DEPUTY DIRECTOR
Robert Sertich
81253
| i i 1
8-492-4261 84371575 84373643 8.437.0374 84371433
v {916) 322-4261 {316) 6571570 {916) B57.3643 {918) 657-0374 (916} 8571435
PROGHAM SUPPORT BRANCH DATA SYSTEMS BRANCH FINANCIAL MANAGEMENT BRANCH PERSONNEL MANAGEMENT BRANCH FISCAL FORECASTING AND DATA
MAHAGEMENT BRANCH
Edward E. Stahlberg Richard R, Vagg {Vacant} Laura Monigomery Joseph R, Klun
1800 3rd Slree!, 455
Sacramento, 95814 1100 811140 8/850 81 7501
\&mglgg 8.437-3071 8.464-0276 8-437.0732 437 1415
(916) 3236728}, (316) 657-3071 (916 654-0278 (916) 8570732 {915) 651030
L CA;’A}%%E%?}’O‘;@”D SYSTEMS DEVELOPMENT SECTION ACCOUNTING SECTION LABOR RELATIONS SECTION BASE ESTIMATES SECTION
—— — — friveny
Dean Harthorn Ed Briles Victor J. Bianchini Jugith Clark Dan Lazar
1800 3rd Street, 455 y -
Sacramenio, 95814 A 1160 o 81140 8:892 81780
.
473-3820 84371535 8-437.3219 8437 (03 84373737
{818} 323-3820 (316) 657-1535 (916} 657.3218 {916) 6570374 (G16) 6574737
TRAINING AND ADMINISTRATIVE SYSTEMS SUPPCRT . BUDGET SECTION PERSONNEL SERVICES FISCAL ANALYSIS
— SERVICE3 SECTION - SECTION — - SECTION ] SECTION
) o Dave Ofarrell Douglas D. Park {Vacany) Fred Shelon
4 ‘ .
8.492.6122 84370373 B437 1410
(916) 322-6122 (916) 6570373 (915) 8571410
CONTRACTS AND BUSINESS WORKERS' COMPENSATION SECTION COUNTY ADMINISTRATIVE EXPENSE
= SERVICES SECTION - SECTION
Roben D. Thretkel Paggy Lee James T Gunn
1800 3rd Street, 455 "y
Sacramento, 95814 8850 B1750
84736728 8437 366
(015} 323-6728 1916} 8573066
FACILITIES MANAGEMENT MEDICAL CARE STATISTICS SECTION
- SECTION 1 (Gena Hiehle
King Smith
1800 3rd Streel, 455 e
Sacramento, 95814 B1750
8-485-7268
(916) 445-7268
TELECOMMUNICATIONS AND
hosed L.EASED FACILITIES SECTION
Fred Turner gow %a'”i - e
gpuly {sacior
1800 3rd Street, 455 Admirishaton

Sacramento, 95814

Decombe 1995



CALIFORNIA DEPARMNT OF HEALTH SERVICES

ADMINISTRATION

&-486-0260
(916} 445-0260

DEPUTY DIRECTOR

Marle Ashcraft
8/1253
1
i | | | i
8-486- 1635 ‘ 84858312 8-492-3325 8-454. 1954 8492.4261
{916} 4451635 {916) 445.8312 {916] 322.3325 {916} 324-1954 {916) 3224261
FISCAL FORECASTING AND DATA SYSTEMS FINANCIAL MANAGEMENT PERSONNEL MANAGEMENT PROGRAM SUPPORT
DATA MGMT, BRANCH BRANCH BRANCH BRANCH BRANCH
Neil Throckmorten, Ph.D, C. Del Luttges Barbars L. Fitzer Joan Allison” Jacqualyn J, Todd
8/1178 9/1100 8/1140 8/708 //“""‘“\\ 9/399
— \
8-486-1635 8-485-5088 8-492.4060 / 8-485-6705 T~ 84730207
{9161 445 1635 {916) 445-5088 {916} 322-4060 / {916} 4450705 \ (9 16} 323-0207
BASE ESTIMATES SYSTEMS DEVELOPMENT ACCOUNTING EMPLOYEE RELATIONS FACILITIES
SECTION - SECTION i - SECTION ™1  AND TRAINING SECTION j MANAGEMENTY SECTION
Dan Lazar £d Briles James R, Dandridge Bacilio Garcia / King Smith
8/1176 8/1100 8/1140 . 8/1350 - 8/399
8-486-1635 G485 65190 8-485-0893 78 84853107
{916) 445-163% {916) 445.5190 . {916} 445.0893 {916} 4456678 {916} 4453107
- FISCAL ANALYSIS L SYSTEMS SUPPORT L] BUDGET PERSONNE|. SERVICES BUSINESS SERVICES
SECTION SECTION SECTION SECTION SECTION
Marc Lawry Dave O'Farrelt Jack R, Resgen Witllam A, White Vacant
871126 /1100 8/1040 8/850 9/360
84730632 8-492-6587
{916) 323-0632 (916} 3226587
COUNTY ADMINIS- RECORDS MANAGEMENT
- TRATIVE EXPENSE L AND ADMINISTRATIVE
SECTION SUPPORT SECTION
James T, Quinn Patricia L. Morrison
8/1176 8/389
‘ 8-485-1010 84926122
{916} 445-1010 {916} 322-6122
[ MEDICAL CARE CONTRACT CONSULTATION
STATISTICS SECTION FTAND MANAGEMENT SECTION
John Keith Everett Utdall
8/1476 8/308
§-492.3430
) {916} 322-3430
- Ny
- . . - OFFICE SERVICES
P pdai (oL JY SECTION
Marie A’shcr'{n A Betty J. Hyatt
92340 J

November 1987




State of California—Health and Human Services Agency Depariment of Health Services

fhvision (t} Branch(es) DHS schedule number (2} Date (3)

RECORDS RETENTION SCHEDULE Administration Program Support 199-013 8/13/99
Section(s} GS code Page of pages {4)
Facilities Planning and Development | of
Addrass {number, street, city) G§ approvat number {5}

See instructions on reverse and in SAM 1600 1800 Third Street, Room 455, Sacramento, CA 95814 g ® i g 7

CALIFORNIA PRA b
ITEM CuBIC STATE RETENTION (Exernpt}
NUMBER FEET ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space between items} USE ONLY (Triple space between items} MEDIA | VITAL | OFFICE DERT. SRC TOTAL 1PA REMARKS
{8) ] {7 (8} (] Qo | 41 {12) (i3) {14) {15) (18) (i7)

The Facilities Planning and Development Section (FPDS) provides on a statewide hasis, support services to meet the

needs of the Department of Health Services (DHS) by promoting a safety and bealth work environment in all state facilities
leased, owned. and/or operated b DHS. FPDS provides structures and building systems that enable the occupants to fulfill
their unique missions through active upgrading and replacement program. This is accomplished by advance planning

and through cooperative working relationships with the various DHS programs, the Department of Finance (DOF), the
Department of General Services (DGS), and the Office of the State Fire Marshal (OSFM). Through communication with
various departments, public health, safety, and welfare of the people we serve.

Schedule contains ng vital records.

*Provide total of office and departmental storage only.

DHSISTD 73 (1/29)



State of Califorsia—Health and Fuman Services Agency Dapartment of Health Services

Division (1) Branchies) DHE schedule number (2) Date {3}
RECORDS RETENTION SCHEDULE Administration Program Support H99-013 8/13/99
Section{s) G5 code Page of pages (4)
Facilities Planning and Development o R
Address (number, strest, city) GS approval number (5)
See instructions on reverse and in SAM 1600 1800 Third Street, Room 455, Sacramento, CA 95814 % 9 s l 8 ?
CALIFORNIA PRA
ITEM CUBIC STATE RETENTION {Exempt}
NUMBER FEET" ARCHIVES TITLE AND BESGRIPFION OF RECORDS and
{Triple space between items) USE ONLY {Triple space between Hems) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL A REMARKS
&) @ 8) @) ao | oot 02 13 {14) (15) {8} {7
ADMINISTRATION
Personnel
1 i Employee Records P Active 3 {Active] XI |PRA 6254, 1PA 1798.40. Inactive when
+2 +5 person is transferred or leaves state service
Confidential Destruction. (CD)
2 3 Attendance p I 1 XI {PRA 6254;1PA 1798.40. CD.
NOTIFY . . .
)/ 5 e prtuty Statements P Active Active Becomes inactive when superseded.
ARCHEVED
4 Work Policies P Active Active Becomes inactive when superseded.
5 Achievient Award P 2 2
6 Work Polices for Exempt Emplovees P Active Active Becomes inactive when superseded.
7 v Training (FPDS Staff) P 2 2 XI |PRA 6254;1PA 1798.40. CD.

*F’rovide total of office and deparimental storage only.

DHS/ISTD 73 {1/88)



State of California—Hesith and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Depariment of Heaith Services

Division (1} Branch{es) DHE schedule number (2) Date (3)
Administration Program Support H99-013 8/13/99
Section(s} GS code Page of pages (4)
Facilities Planning and Development 2 ot R

Address (number, street, city)

1800 Third Street, Room 455, Sacramento, CA 95814

GS approval number (5)

99-1g87

CALIFORMNIA FRA
ITEM CUBIC STATE RETENTION {Exempt)
NUMBER FEET ARCHIVES TiTL.E AND DESCRIPTION OF RECORDS and
(Triple space between items) | USE ONLY (Triple space between ilems) MEDA | VITAL { OFFICE DEPT. SRC TOTAL IPA REMARKS
5 7 () {9 o | an {12) ) {14) (15) (18) {7)
ADMINISTRATION
Personnel
8 3 Travel P 2 2 X1 PRA 6254, IPA 1798.40. CD.
Correspondence
9 4 Chron P 2 2
{Monthly Activity Reports P 2 2
= Committees P 2 2
Equipment and Supplies
12 I (General Information P i i
13 Purchase Request P Active Active Becomes inactive after requests are
+6 mo. +6 mo. received.

*Provide total of office and departmental storage only.

DHS/STD 73 {1/26)



Stale of California—~-Health and Humen Services Agency

RECORDS RETENTION SCHEDULE

Departmert of Bealth Services

Division (1) Branch(es} OHS schedule number (2) Date (3}
Administration Program Support H99-013 8/13/99
Section{s} GS code Page of pages (4}

Facilities Planning and Development

Address (number, street, cily}

1800 Third Street, Room 455, Sacramento, CA 95814

o}
G§ approval number (5)

See instructions on reverse and in SAM 1600 : Q » ? Q7
CALIFORNIA PRA o L T
ITEM cusBiC STATE RETENTION (Exempt)
NUMBER FEET" ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
{Triple space between ftems) USE ONLY (Triple space between tems) MEDIA | VITAL | OFFICE DEPT. SRC TOTAL PA REMARKS
& (8} &) 10y {11} {12) (13} {14) {15} {18} {17)
ADMINISTRATION '
Equipment and Supplies
14 1 Service Orders P Active Active Becomes inactive after requests are
+6 +6 received.
Records Management
15 1 Records Holdings/Disposals/Annual p 3 3 Retain three years from date submitted or
Report and Related Documents when no longer need for reference or
analysis, whichever is later.
16 Records Retention Schedule P Active Active Active untii revised, superseded or
rescinded.
PROGRAM RECORDS
Capital Outlay Files
17 2 General Capital Outlay P Active Active Retain for ten vears from date submitted or
+10 +10 when no longer needed for reference or
analysis, whichever is later.

*Provide total of office and departmental storage only.

DHSISTD 73 {1/98)



Stale of California~—Health and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Depariment of Health Services

Division (1) Branchies) DHS scheduls number (2) Date (3)
Administration Program Support H99-013 8/13/99
Section(s) GS code Page of pages (4}
Facilities Planning and Development 5 68

Address (number, street, cily)

1800 Third Street, Room 455, Sacramento, CA 95814

GS approval number {5)

9

9-187

CALIFORNIA PRA
TEM CURIC STATE RETENTION {Exempt}
NUMBER FEET* ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
(Triple space between tems) | USE ONLY (Triple space between iterns) MEDIA{ VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS
&) ) @) ®) gy dan | ¢2) (13) {14) {15} (18), {17)
18 2 Ten Year Plans P Active Active Retain for ten years from date submitted or
+10 +10 when no longer needed for reference or
analysis, whichever, is later.
Financial
19 1 Budget Change Proposals [y 2 2
20 Budget Letters P 2 2
Projects
21 3 Richmond Laboratory P Active Active Retain ten years from date submitted or
+10 +10 when no longer need for reference or
analysis, whichever is later.
Facility Files
22 2 Temple Street P Active Active Retain for four years from date submitted
+4 +4 or when no longer needed for reference or

analysis, or the facility is no longer
operational.

*Provide total of office and departmental storage only.

DHS/STD 73 (1/98)



State of Galifornia—-Health and Human Services Agency

Depariment of Health Seryices

Diviglon {1} Branch(es) DHS schedule number {2) Date {3)
RECORDS RETENTION SCHEDULE Administration Program Support H99-013 8/13/99
Section(s) GS code Page of pages (4}
Facilities Planning and Development 6o R

Address {nurnber, streel, City}

See instructiohs on reverse and in SAM 1600

1800 Third Street, Room 455, Sacramento, CA 95814

GS approval number (5}

99-187

CALIFORNIA PRA
ITEM cuBlc STATE RETENTION (Exempt)
NUMBER FEET ARCHIVES TETLE AND DESCRIPTION OF RECORDS and
(Triple space between items) LUSE ONLY (Triple space between items) MEDIA] VITAL | OFFICE DEPT. SRC TOTAL IPA REMARKS
©) ) @) 9 (o | e ] G2 {13) (4 (15) (18) (17)
23 2 Berkeley Way P Active Active Retain for four years from date submitted or
+4 +4 when no longer needed for reference or
analysis, or the facility is no longer
operational.
24 2 Acton Way P Active Active Retain for four years from date submitted or
+4 +4 when no longer needed for reference or
analysis, or the facility is no longer
operational.
25 2 Lambie Road P Active Active Retain for four years from date submitted or
+4 +4 when no longer needed for reference or
analysis, or the facility is no longer
operational.
Legal
/26/ 1 I State (Bill Analysis) p 2 2
/ {Regulations (State) P Active Active| X |Becomes inactive when revised.
' PRA 6254 (Contains correspondence
To or from the Governor.) CD.

*Provide total of office and departmental storage only.

DHS/STD 73 (1/68)



State of California—Health and Human Services Agency

ergﬂment of Heallh Services

RECORDS RETENTION SCHEDULE Administration

See instructions on reverse and in SAM 1600

Division (1) Branch(es) DHS schedule number (2) Date (3}
Program Support H99-013 8/13/99

Section{(s) S code Page of pages (4}

Facilities Planning and Development 78

Address (number, street, city)

1800 Third Street, Room 455, Sacramento, CA 95814

Q

GS approval number (5)

- 187

CALIFORNIA PRA
{TEM cuBic STATE RETENTION (Exempt)
NUMBER FEET" ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
{Triple space between items) | USE ONLY {Triple space between itams) MEDIA | VITAL | OFFICE DEPT. SRG TOTAL iPA REMARKS
) @) @ g ao | an | (2 (13) {14) (15) (16) an
Policy and Procedures
/}8/ - | Emergency Plan P Active Active Becomes inactive when superseded.
! +2 +2
}g" Energy Management Plan P Active Active Becomes inactive when superseded.
+2 +2

34 Total

*Provide total of office and departmental storage only.

DHSISTD 73 (498}



State of California——Health and Human Services Agency

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600

Department of Health Services

Division {1) Branch(es) OHS schedute number (2} Date (3}
Administration Program Support H99-013 8/13/99
Section(s) GS code Page of pages (4}
Facilities Planning and Development 2 s 8

Address (number, straet, cily}

1800 Third Street, Room 455, Sacramento, CA 95814

9

GS approval number (5}

9-187

CALEFORNIA PRA
ITEM CuBIC STATE RETENTION {Exempt)
NUMBER FEET" ARCHIVES TITELE AND DESCRIPTION OF RECORDS and
(Triple space between ftems) USE ONLY {Triple space between itams) MEDIA] VITAL | OFFICE DEPT, SRC TOTAL IPA REMARKS
) 7 &) {9) ag | G (12) (13) (14) {15) (18 (7
Reconciliation:
B7-301 New  87-301 New
1 N 1% P
2 26 18 P
3 11 19 P
4 9 20 P
5 19/20 21 B
6 p 22 B
K4 28 23 P
8 P 24 p
9 P 25 B
10 P 26 B
"1 P 27 P
12 P 28 P
i3 P 29 P
14 P 30 P
15 B 31 B
16 P 32 P
N = No Longer Required
P = Maintained by Personnel Mgnagdment Branch
B = Maintained by Program Supgort Branch
ALL items are new except 9, 11, 19, 20, 26 & 28.

*Provide total of office and deparimental storage only.

DHS/STD 73 {1/98)



